
Set Up Toolkit Preferences 
Toolkit Preferences allows each user to customize the Toolkit application with their own unique 
preferences.  To change your Toolkit Preferences, complete the following steps.  For additional 
instruction while completing these steps, click on the help icon next to the topic. 

1. From your Windows desktop, select Start  All Programs   Customer Service Toolkit 
 Toolkit Preferences 2004.  

 

 

• You can also access Toolkit Preferences, by clicking the Wrench icon on the Toolkit 
Toolbar. 

• You can also access Toolkit from the Toolkit menu bar by selecting Tools  Toolkit 
Preferences. 

 

2. If prompted, click Yes to synchronize with the National Planning Conservation Database. 
 Enter your eAuthentication User ID and Password, then click Login. 

 
 

 

 



 

3. The Toolkit Preference window is displayed with six tabs.  Step-by-step instructions are 
provided for each tab.  In addition, each tab has a Save button that is used to save your changes as 
well as a Cancel button to undo your changes (i.e., to retain your original settings).  The six 
Preferences Tabs include: 

• Field Office to select or change your Field Office information.  

• Conservation District to select or change your conservation district contact information.  

• Practice Narratives to select practices that will appear as choices in the Practice Schedule.  

• GIS Tools to change the GIS user level, customize your ArcGIS Toolkit Toolbar and set the 
default map projection.  

• Choice Lists for NRCS and/or Local Land Use selections and the associated program.  

• Custom County Data Management for limiting the number of counties that you can access 
at one time.  

 
1.  Set Up Your Field Contact Information 
To set up your field office contact information, complete the following steps.  For additional 
instructions while completing these steps, click on the help icon next to the topic. 

  If the text fields are not prepopulated, click on the Update FO Info button. 

• A message is displayed that your field office preferences will be overwritten, click Yes 
to overwrite the data.  

• If needed, enter your eAuthentication User ID and Password, then click Login.  

If you have one Field Office, it is prepopulated in the text field.  If you have more than one Field 
Office, you must select one from the Field Office drop-down list. 

Click the Default office checkbox to use the selected field office as your default setting when 
creating plan and contract documents. 

• Your default setting is saved when you click Save. 

If needed, you can change the name of the Designated Conservationist. 

Click Save to save your changes, or click Cancel to retain your original settings. 

Click OK. 

 
2.  Set Up Your Conservation District Information 
To set up your Conservation District contact information, complete the following steps.  For 
additional instruction while completing these steps, click on the help icon next to the topic. 

If the text fields are not prepopulated, click Update CD Info. 

• A message is displayed that your district preferences will be overwritten, click Yes to 
overwrite the data.  

• If needed, enter your eAuthentication User ID and Password, then click Login.  



If you have one conservation district, it is prepopulated in the text field.  If you have more than 
one conservation district, you must select one from the Conservation District drop-down list. 

Click Default district checkbox to set the selection as your default conservation district when 
creating plan documents. 

• Your default setting is saved when clicking Save. 

Click Save to save your changes or click Cancel to retain your original settings. 

Click OK. 

  
3.  Set Up Your Practice Narratives 
There is no need to change any settings in the Practice Narratives section.  Skip this section. 

 
4.  Set Up GIS Tools 

Change Your ArcGIS Basic/Advanced Setting 
To change the ArcGIS user level, complete the following steps.  For additional instructions while 
completing these steps, click on the help icon next to the topic. 

Select the GIS Tools tab. 

Change the User Level to Advanced  

Click Save. 

Click OK to save your changes. 

Set Up Map Projection/Datum 
To set up your ArcGIS default map projection, complete the following steps.  

Click the Default Map Projection drop-down list. 

Select UTM NAD 83 Zone 17N. 

Click Save. 

Click OK to save your changes. 

Set Preference for Default PLU Import 
Toolkit Preferences allows you to choose how you want to handle extra features when using the 
Import Legacy Shapefile Tool to add planned land units from existing shapefiles.   

Select All Planning Land Units  

Click Save. 

Click OK to save your changes. 

 
5.  Set Up Your Choice List 
There is really no need to change any settings in the Practice Narratives section.  Skip this section. 

 
6.  Set Up Custom County Data Management 



There is no need to set this up unless you have permissions for six or more counties.  Skip this 
section. 
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